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1.Introduction
In this report I will be talking about my academic  and employability skills. I will give    an general idea of different types of employability skills, I will also be speaking about  my personal devolpement plan and SWOT analysis,I will refer my personal experience and my own academic skills . I will talk about how to avoid plaigrism in your academic life and also about how to do reference .i will coclude  with doing swot analysys  and my personal development plan (PDP)

2. Skills
indicate the ability to use in a given context personal, social and or methodological knowledge and abilities, in work or study situations and in professional or personal development; the complex of competences gives mastery in terms of autonomy and responsibility(bianca maria ventura ,2011). Skills can be very simple,like being organised is an skills or being able to repair something is also an skills. More skills you have ,more chance you have to get a good employment for first .in this report I will be sharing some literary sources and my professional experience as well.

3.Employability skills
According to Australian Chambers of Commerce Employability skills are those which support your ability to perform in the workplace, also known as transferable skills ... learned in one context which can be applied and further developed in other contexts and roles , non technical skills, also known as “soft skills”.

3.1 Soft skills
Soft skills are your own quality,its not something that you can learn by reading books.you can get those skills by getting experience.for example in order to pass an interview for an office job, you have show the interviewer that you have enough presentation skills,verbal/non verbal communication skills and a good writing skills,which is essential for that job,to convince them to hire you.

3.2 Hard skills
  Hard skills are competencies that employees possess such as numeracy, literacy, fluency in a foreign language, and specific job-related technical abilities( a dictionary of human resource mangament).Hard skills could be obtained throughout academic education and by taking training courses{ex.work training}.fluency in different languages,understanding how to use word,excel,powepoint are few of those hard skills that you can learn by practicing continouosly. IT skills,programming,project management,teaching,data analysys are few example of hard skills job .

3.3 Communication skills
Communication skills are the capacity  of distributing  and collecting various kinds of information  . communication skills are an significant part of our lives, as we all need to communicate in every moment of our lives. Having an good communication skills can help you to avoid a lot of misunderstanding in your academic and prefesional life.for example at your working place if you see one of colleagues is doing something wrong without knowing it , if you communicate with him in good way ,you can avoid problem ,which can effect also you. So to conclude  , I think every people must have this skills so they can avoid problems in their life.

3.4 Team working
Team working is very important skills that you need for your work life . As in almost every job ,you need to work with your colleagues  as a team.while you are working with a team ,you always have to put in your mind others strengths and weaknesses,for example if you are good at doing something and your co-workers on something else that you are not good at, you both can co-operate toghther to give an better service at work.  Exchanging feedback between colleagues can help your workplace to become an  better place.

3.5 Problem  solving
Problem solving is an skills that most of the worker underestimate  in their workplace.in my working life I have seen a lot of people who are first to tell you the problem but they don’t want to take any step to solve this problem, they just leave it to others to solve it. When I have started my working life at the age of sixteen as an retail assistant , in my very first weeks, I saw some customers who wanted an product but we did not had the size that she asked for, some of my colleagues instead of taking the resposability to go for search of that item in our storage room ,they were just telling the customer to order it online ,which is not good for a business as the customer can change their mind once they are out of your shop. Few days later , in a team brief,we solved this problem by dividing everone in different section.

3.6 Decision making
Decision making is an essential aspect for an business. In business there are some moment where you have to take an quick resolution ,Not everyone has that  skill to make an instant decision ,so in that moment you have take an decision thinking about what is good for everyone.

3.7 Time management 
Not only in your study ,also in your working life time management is important(THE BISINESS STUDENT’S GUIDE TO STUDY AND EMPLYABILITY).in your workplace if you you come late ,without telling theam early,you could miss any important phone call,team brief or any work deadline. Nowadays most of the employers give priority to the  people  who are punctual.so if you plan everything early ,you can manage it without any hesitation .

3.8 Conclusion on skills
Skills are like an credit for your employability life .if you have them, you start from  having an advantage than other people so you will have better chance than any other people to get what you have applied for in your professional life .


4. Academic skills
Academic skills are made up of core skills, such as academic writing, presentation skills and referencing, which underpin more complex skills, such as critical thinking and reflective practice' (Academic Skills Specialists, 2013). Although academic skills are very important for your student and academic life.



4.1 Writing skills 
Writing is a form of communication that allows to put your  ideas on paper. Writing skills are those abilities where you take ideas and information and present them in a nice written format for others to read. Depending upon the type of writing you are doing, you present what you know in a format that conforms to the expectations of the reader (Keith Johnson, Senior Technical Writer, OM Yogi).writing skills is one of those essential skills that you need most in your student life .for example ,for you essay writing you need to have an clear  and academic writing skills ,to make it easily understandable for everyone.

4.2 presentation skills 
Presentation skills are the capacity that you need to have while you are delivering an presentation in front of an different type of listeners ,this skills cover a different field like your body language ,your speaking tone, the different form  and design of your presentation (The University Of British Columbia)
.In my professional and student life I had a lot of difficulties on presenting in front of a group or peoples , In my case  it was quite scary for different reason and also for nervousness or anxiety. Sometimes even when you know well about what you are presenting ,you struggle to deliver because of your anxiety to talk to people . however if you reharse continuously ,you can get out from this fearness.

4.3 Research and note-taking 
Research  is a creative work developed with a systematic approach and aimed at increasing knowledge .This skill is very important  especially for your assignment writing in your student life as you need to do a lots of research to explain it widely  with references.
Taking note is not essential but it can help you to be more creative. In my case , I rarely take any notes in class, as I think it is not something that can help me to have an idea about what I understand about That lesson.

4.4 Paraphrasing and summarising
Paraphrasing is a restatement of a text, passage, or work giving the meaning in another form (MERRIAM WEBSTER). Paraphrasing is an process of rewording an article or an report with your own word.You must totally change the word  from the text and rewrite it without losing the main point of that text.while Summarizing means reducing the length of a text while maintaining its overall meaning.


4.5 Referencing and Plagiarism
Plagiarism is presenting someone else’s idea as your own work.you can even have the consent of that person but it will still be called as plagiarism.It is an big offence in  university life. You can avoid plagiarism by referencing it properly, even also by  not sharing your work with other student .in this digital era it is not easy to avoid plagiarism as anyone can hack your computer and steal your work and pass it as their own .




5.Personal development plan 
Personal development plan is an gadget of planning your future.its an chart where you point out your future plan , how to get into your goals and review about where you are now.
	What are my goals?
	What goals do I need for first?
	When do I need it to be achieved?
	What problem might I get?
	How can  I make sure to get closer to my dream? 
	Where can I go for help?
	Review ,where I am in this instant?

	Getting an degree in business and mangaement 
	Get certificate for higher education
	I want achieve it in next 3 years 
	difficulties of time mangement for  work and study,not getting enough fund from government
	Giving more priority to study and reducing working hours. Apply for government funding as early possible.
	I can go to friends who has more        understanding about this, and also to some organisation who is ready to help students 
	I am on right direction now as I have started doing an course of access to higher education






SWOT ANALYSYS
 S= strengths    W= weaknesses     O= opportunities    T= threats
Swot is very important for anyone who want to get somewhere in defined field,it could be any business or any organisation. Here I will try to do my own swot analysys chart 

	
STRENGHTS
· Creative
· Patience
· Dedication
	
WEAKNESSES
· insecure about myself
· fear to speak in public

	
OPPORTUNITIES
· I can turn my creativity  as an big opportunities
· My dedication to everything that I do  can help me a lot
	
THREATS
· My competitor can take advantage of my difficulties to speak to public






Swot conclusion
Swot analysys helped me a lot to know myself ,much  better than before.i have never done an analysys on my good qualities and also on my weaknesses .thanks to this report I have started to think how can I use my strengths as an opportunites and it also helped me to understand whatever the threat comes in way, I have to be more focused on reaching my goals rather than thinkg about the problem that I will be facing .


7.Conclusion
In the conclusion the all I can say is having academic and employability skills are advantageous for your life. Academic skills are significant for your student life  and for any official job, on the other hand employability skills are more for your professional life,if you have them ,you start from an advantage from others. This report also helped me to asses myself and to understand my best quality and also my weakneses. i am sure this report will be an beginning of understating of myself .
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